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Fal wiST (Faj LIVISION NOTE

1. The Chiel of the Hequirements Staff is responsible for all
reporting functions, The Chief of Reports who is assigned to this
staff oxercisss teohnical supervision over all reports personnsl.
In addition, the “hief of Heports axercises direet supervision and

centrol over the reports personi.l who &rs on the T/0's of the 25X1A8a

25X1A8a Branches, but lecsted a: & separste reporie unilt, p eslly 25X1A8a
separated from the branghes conmcerned. The reports peresonnel assigned

25X1ABa te the T/0's of the NN "ranches are physically located
with thess tranches snd under the sdmimistrative supsrvision of the

25X1A8a Pranch Chiads. The ﬁﬁ;’?ﬂl‘t& Deficere “Sigﬂ&d o th&- Wart& 25X1A8a
group and the Il Pranch process raperts on & functiensl haels,
nowever, most of the other Heports (fficers process 211 reporte for

the particular cocuntry or countriecs oconcerned.

-

2. It wes indicated by seme of the top supervisory perscmnel in
the division that even though Praneh Chiefs ars theoreticelly responsitle
for both operatiens snd reporte frew a practical standpeint they are
more interested in operations. In ceveloping this, it was readily adnj tted
howaver, that this sheuld not be the case. It was alsc poluted out thet
reports personnel should bessparsted from operstions in order to provide
& "healthy confliof® between Operstions and Feports Gfficers in comnection
with evaluations and dissexinaetions. Por instence, Operations Ufficers
should bs more interested in protesting sources by not disseminating
certain materisl, whereas Heports Cfficers should strive to disseminate
a¢ mmoch as possible,

3. It was' interesting tc note that the Reports Officers who ere
physically sepersted frow the Lranches were moet insistent that reports
personnel should not te assigned te the branches amd the ones sssigned
to the branches vere equally as ingistent that the roperts perscunel
ghould be assigned to the branches, It was the consensus of the Pranch
Chiefs interviewed that thay have 8 definite respomsibility for both
eperations ard reports and thet in order to properly discharge these
functions, reporte persormel shculd be assipned to the branches. FHow-
ever, the purely mechanical functiens of typing mats, ete. could amd
should be performed centrally.

Esrsonpol

1. A nev T/C is needed f:r this divieion. The present T/C does
not socurstely reflest the existing orpenisetionsl structure or
persennel sseignmente.
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2. When this ewrvey wes pede, there wre four feports Coficers
and three clerical vacancius., In addition, vne individual occupying
8 (£=i Clerk-Typist position was being used as & Rsports Gfficer.
Also one Keports Cfficer position wes being utilised fur eoperstionsl
dutics,

J. Thipe division had @ back-log, ey of the date of this survey,
of 357 reports to be sditew snd €9 reports to bte typed. In adaition
it wae stated that there were s considersble mumber of reporte being
held in the fisld.

he It is believed thav Lf the keporte Ufflcer positions presently
puthorised sre filled end wtilized uxelusively for rsporte work, and
if sufficient clerical and :cssenger persounel are provided, only twe
sdditionsl Heports Offficer positions would be nseded. Four clericel
positions are slso wrgently needed s&nd shoulc be provided at tr cariicst
practicable dete. The shoriige of clerical persopnel hae beer temjo-
rarily selved by utilising torrowed typiste frox the cperst.ont branchoe
on & part-time besis. This ic not very satisfactory since it requires
tou mueh Lime om the pert of Reports Officers for repestedly briefing
new typiste, roviewlsng thelr work, ete,

?ruceggr&u

1. louches are received in the divislon mall roo: end after
bein; checked ageinst the s ifest are forwarded to the brencher con-
eernsd for logping. In most instances raw or semi~finiched reporis
sre fouted through the Cperat ons Offfcers to the Heports Officers
concernad fer processing. After the reports have been ;rocessed anc
coordinated with Opersticns ({{icers, includin; Branch Chiefs, if
considered necessary, they ere forwsrded to the Chief of Hkeports for
finsl review und spproval. Tic reports are then forvarded to iC for
reproduction., It was noted tiat nost of the Heperts Officere in the
China reparts group msintein cosplete loge (on log shaets or Fory (I=if)
in additien to the central lie; =sintained in the reports unit.

ril Hotes I

l. Heperts Cificers are devoting approximately 25 per cent of
thelr time te meintaining logs, carding, messenger duties anc other
clerical functions, These dutivs could ond should be performed by
clericzl persenncl.

2. 1t was the unamimous cpiniom of 2ll reports perscrnel thet
abstract file elips are not suitable for use in logging roporte anc
therefore the use of these fomw by reports personnel should be
diseontinued.
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Carnrity Information

3. 411 reports perscnnel interviewed sgteted that the meintenance
of scourste wnd up~te-date beckground informstion files is ar sbwolute
necessity. It was alszo pointed out cleurly that these files ure not @
duplication of the BRI files,

L. One Reports Cffisur ls bteing used, slwost full time, %o
supervize the *en the job reports training” being given new reports
persennel and operstions personnel scheduled for overseas duty. This

- points up the nevd for either the aseigmment of & full time training
;;‘t;gar t this division or the assumption of part of thie rusponsibility

8. Prior to the conduct of this survey, proposud proceGures Wers
developed by the kequirements Staff for providing & single index card
system snd £ile upon which ¢an be recorded all the pertinent informetion
regardin; suy one report v that follow-up studises of the report canm
be made, It was quite evident from a review of these procsdures that
such thought amd effort had been given %o the preparstion of same.

é. It was pointed out that & more e¢ffective grade structure
should be epproved in order to previde for better utilisation of =kille
and promotionsl opportunitiss. In this connmection {% was suggested
that the following gradatien of Heports 0fficer positions bs established:

Intelligence Cfricars (Senier Heports Officer)
. " {Reports OTficer)
» . {Junior Reports Cfficer)

T. It was indlosted during the murvey that ovcassionally documents
written in & rare foreign lenguage sre received shich carnot be scresned
by the Reports Officer to determine even their gensral content. It was
suggested that & system should be woried owut wherely this sereening
25X9A2 service would be perfermed sxpeditiously [l or ¢ translaticn unit
b authorised tuls division for this purpose.

8. idditiomal space is badly needed for the reports perscrnel
aprigned to the ssparate reports group,
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